	Event Name:
	 

	Date:
	 

	Time:
	 

	Location:
	 

	Budget:
	 

	Anticipated # of Attendees:
	 

	Co-Host
(if applicable)
	 

	Co-Host Contact Information
	 

	Purpose/Goals of the Event:
(Include details on how the program will enhance life on campus)
	 


 
 
	Pre-Event Planning
	Done
	Notes

	Reserve event location 
(*if event is outdoors, have a rain location)
	☐
	Work with Event Services. event_services@siue.edu
 
Save the reservation confirmation in your event folder.

	Determine event set up (tables/chairs set up, audiovisual (AV), etc.)
	☐
	Work with Event Services if booking in the MUC. Reference the Student Org Handbook for other reservable spaces on campus.
 
Save the event set up in your event folder.

	Order catering (if needed)
	☐
 
	Work with Event Services. Consider having a gluten free and vegetarian option available.
 
Save the reservation confirmation (with the catering order) in your event folder.

	Book vendors (if needed)
	☐

	Complete Contract Information Sheet with the help of your advisor. (Reach out to KHUB for the form)
 
Information to get from your vendor:
Contact phone number AND email
Final negotiated vendor fee
Whether they will be submitting a W-9 with a Social Security Number (SSN) or Employer Identification Number (EIN)
Set up requirements (any special equipment or space needs including electrical or table setups)

	Order event supplies
	☐
	Work with your advisor to get necessary supplies. Work with Linda Eilerman if you have Student Government Funding.


 
 
	Week Before Event Planning
	Done
	Notes

	Determine day-of event staffing
	☐
 
	Think through how many people you need to run the event and what jobs you need covered (i.e. check in, floater, photographer, etc.)

	Follow up with Event Services to confirm event details
	☐
	Double check:
Set up and ending time
Catering order
Event set up
Audiovisual (AV) needs

	Gather day-of event supplies
	☐
	This includes things such as decor, food, serving utensils, plates, napkins 

	Follow up with vendors to confirm event details
	 ☐

	Talk through the following details:
Get their day of event contact number
Event arrival time
Load in/out plan
Explain how parking on campus works
Confirm all event set up details
Share your phone number for day of event contact

	Brief everyone who is helping run the event on day of event details. Send message 24 hours before the event.
	☐
	Include the following information in your message:
Event location:
Set up time:
Doors open time:
Start time:
End Time:
Volunteer Shifts: Include who’s working/at what times and what each person’s role is during the event.
Catering arrival time:
Overview of catering order:
Detailed event timeline: Include key activities happening during the event
Vendor/guest speaker names:
Vendor/guest speaker arrival time:
Vendor/guest speaker contact phone number:
What needs to be set up before the event:
Event supplies will be located:


 
 
	Post Event Planning
	Done
	Notes

	Put away event supplies
	☐
 
	

	Upload event attendance to Get Involved
	☐
	

	Send survey to event attendees
	☐
	 

	Create post event 
	☐
	Include what went well at the event, what we should do better next time, and what student attendees said in their survey.

	Post event recap photos
	☐
	

	Send thank you emails to vendors
	☐
	


 
 
	Marketing
	Done
	Notes

	Submit design request to MUC Marketing
	  ☐ 
	2 months before the event
See pricing sheet for cost breakdown.
Submit a MUC Marketing Work Order Form with the appropriate account information and fiscal officer signature.
Alternatively, you can use Canva to design your own marketing.

	Add to Get Involved calendar
	  ☐ 
	2 months before event

	Submit chalking request to KHUB front desk
	  ☐ 
 
	1.5 months before event
Fill out the required forms at the front desk.

	Submit to “Places to be at the E”
	  ☐ 
 
	1 month before event

	Schedule promotional table with Event Services
	  ☐ 
 
	1 month before event
 

	Schedule A-Frame with MUC Marketing
	  ☐ 
 
	1 month before event
Reserving a space is free, but it costs $15/poster that you need printed.

	Share with relevant faculty/staff/departments
	☐
	1 month before event
 

	Submit digital signage request on Get Involved
	  ☐ 
 
	2 weeks before event
Your marketing will automatically be added if it was designed by MUC Marketing.

	Hang flyers around campus
	  ☐ 
 
	2 weeks before event
Campus posting location flyers located at KHUB front desk. 

	University Housing Newsletter
	  ☐ 
 
	2 weeks before event
Deadline to submit is Monday at 12PM for the upcoming week’s newsletter.

	MUC Text Club
 
	  ☐
 
	2 weeks before the event
Generally, only sent out for large events.
Costs $50/text
See more about how it works.


 
 
 
	Total Budget: $

	Category
	Budgeted Cost
	Actual Cost

	Event space
	 
	 

	Food
	 
	 

	Vendor Contracts
	 
	 

	Event supplies
	 
	 

	Marketing
	 
	 

	Misc.
	 
	 




